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Transfer Opportunity

Auditor-Controller
ACCOUNT CLERK Il
Standard
04/05/2012

5:00 pm PST

The Department of Auditor-Controller is seeking a well-
qualified and highly motivated individual to fill the position of
Account Clerk Il in the Accounting Division.

POSITION REQUIREMENTS: Permanent employees of Los
Angeles County who hold the payroll title of Account Clerk 11
are invited to submit a cover letter and resume detailing
relevant experience, copies of the last two performance
evaluations and last two year’s time history report.

NOTE: RESUMES ARE ACCEPTED ONLINE ONLY. Please
fax required documents to (213) 947-4848 on the day of
submitting your resume online. Please include your name,
position title, and bulletin number on all faxed documents.

All materials submitted will be evaluated. Only the most
qualified individuals will be invited to participate in an
interview.

e Completion of 12 semester or 18 quarter units of
accounting including a course in advanced accounting,
cost accounting, governmental accounting, auditing, or
accounting information systems in an accredited college
or university.

e Experience navigating the eCAPS system.

e Reviews capital asset equipment acquisition documents
and enters data in eCAPS Capital Asset System;

e Contacts departmental staff to obtain documents;

e Serves as a clerical assistant to higher level
Accountants, performing duties such as scanning and
archiving supporting documents.
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Vacancy This vacancy is headquartered at the Hall of Administration
Information located at 500 W. Temple Street in Downtown Los Angeles.

Available Shift Day

Contact Name  Daniel Ramirez

Contact Phone (213) 974-1278

Contact Email  dramirez@auditor.lacounty.gov

Job Field Clerical
Job Type Administrative Support
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